Office 365 — (0365)
OneDrive
Tutorial # 1

Overview

(Story board)



Introduction

The following is a story board of a tutorial depicting the steps and screen
selections of the Office 365 - OneDrive application.

What is covered in ‘OneDrive Overview / Selected Functions’ tutorial is a high level
review of:

* Selecting OneDrive from OWA 2013
* General Overview

* Home Screen Tabs

* Folder Review

 Document Action Tabs

o “.” function

As the tutorials are designed to be reviewed in a reasonable amount of time each
one covers specific activities. Other commonly used capabilities will be the
subjects of other tutorials.



Overview



Starting OneDrive from OWA



OneDrive — Starting OneDrive from OWA 2013

€« C' | 8 https://pod51045.outlock.com/owa/?ver=16.0.438.10&cver=16.0.419.12&cf=0&vC=1#path=/malil Tk di—
[ Office 365 Outlook  Calendar  People  Newsfeed OneDrive  Sites  Tasks & ?
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INBOX CONVERSATIONS BY DATE ¥
« All Unread Tome Flagged
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p People # New

4 Frey, Jon 5.
b Inbox
b Drafts
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One Drive — Overview — Home Screen



OneDrive — Home Screen View
Fooonwere: < N

€ - C' hitps://mcgov-my.sharepoint.com/personal/freyj_montgomerycountymd_gov/Documents/Forms/All.aspx o

QOutlook  Calendar People  Newsfeed OneDrive  Sites  Tasks ?

BROWSE FILES LIBRARY 0,
The OneDrive Home
page defaults to the “My
Documents” folder

P cearch Onedrive OneDrive @ Montgomery County Government

Documents

My Documents

Followed Documents

Welcome to OneDrive @ Montgome nty Government, the place to store, sync, and share your work. Documents are private until shared. Learn more here.

Shared with Me

Site Folders
®new 2 upload & sync

Recycle Bin
P .
OneDrive
Recent Documents v [ Name Modified Sharing Modified By .
& 2003 screen shots 10-1... DLC Items we July23 7] Frey, Jon 5. Home Page Vlew
0365 Web 10-14.doot MNew Folder 9-4-14 September 04 Frey, Jon &.
D365 Web sites (8-1-14... 0365 Migration Operations e Septd Frey, Jon 5.
WL Test 10101405 0365-Phase 2 Itams =« September 04 /Jon 5.
S Sample Folder e July 21 Frey, Jon S. h ff |
Shared with Everyone s July 15 8 Frey, Jon S. NOte' W en sta Ogs
T onto OneDrive for the
@] 2003 screen shots 10-15-14 e 5daysago Frey, Jon S.
LISE OFFICE ON DEMAND f . h . ”
A5 Book ... DOctober 10 Frey, Jon S. Irst time there will ne no
Feature research (10-8-14)docx «: October 09 Frey, Jon &. f' |es or f0|derS d|5p|ayed-
0365 Web 10-14 6 days ago Frey, Jon &.
ML M2AS Wah citac (8-1-142) w B da}as ago a FrE)", Jon 5.
https: {jmogov-my.sharepoint.com/_layouts/15/MySite, aspx?MySiteRedirect=AlDocuments -

rs| B 7 nuflo@m_l DO g
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OneDrive — Home Screen — BROWSE Tab

'@ OneDrive for Business ® = || 2%

€ - C B hitps://mcgov-my.sharepoint.com/personal/freyj_montgomerycountymd_gov/_layouts/15/start.aspx#/Documents/Forms/All.aspx?Initial TabId=Ribbon%2ERead&Visib 3¢

Outlook  Calendar  People  Newsfeed OneDrive  Sites  Tasks ?

BROWSE FILES  LIBRARY LD:
Welcome to your OneDrive for Business, the place to store, sync, and share your work. Documents are private until shared. Learn more here. Dismiss -

Site folders . —
@new tupload &sync Ledit A#manage O share

Recycle bin
| Find a il o
Recent Documents v D Name Maodified Sharing Modified By []
BooklLxlsx Admin - Older Projects = October 21 Frey, Jon S.
Bock.xisx 0365 Migration Operations e September 24 Frey, Jon S.
(3% One Drive - Tutorial 1- 0365-Phase 2 Items .= September 04 2% Frey, Jon &.

0% neb 0l Sample Folder e July 21 Frey, Jon S.

L i 2 / ’
T Shared with Everyone July 15 & Frey, Jon S
. torials(SB-Video) e 5days ago (7] Frey, Jon S.
SHOW MORE

Variols Items 10-14 «o  QOctober 21 4] Frey, Jon 5.

USE OFFICE ON DEMAND
Book 6 days ago Frey, Jon S.
Book1 6 days ago Frey, Jon S.
@5 One Drive - Tutor 1 - Overview Plus {10-27-14) % «« Vesterdayat1201PM @ Frey, Jon 5.

BROWSE Tab

Drag files here to upload

The provides the general view of files and
folders in OneDrive

4|

e B 0E @ e 9@ P o
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OneDrive — Home Screen — FILES Tab

'@ OneDrive for Business ® = d| X

€ - C' | https://mcgov-my.sharepoint.com/personal/freyj_montgomerycountymd_gov/_layouts/15/start.aspx#/Documents/Forms/All.aspx?Initial Tabld=Ribbon%2ERead&Visib vy | =

Outlook  Calendar People  Newsfeed OneDrive  Sites  Tasks ?

=
BROWSE | FILES | LIBRARY O

ﬁ D. fﬁ Check Out % =] a ersicn History Pa ) ﬁ D E@ Send Te » &) Unpublish
ﬂ £ [ theden = g &7 shared With ‘-J ¥ O

IManage Copies Approve/Reject

Mew Upload ~— MNey View Edit Share  Alert Follow = Download a Workflows Publish Tags &
Document » Document  Fold Document Discard Check Out ~ Properties Praperties x Dielete Document Me - Copy GoTo Source Cancel Approval Notes
New Open & Check Qut Manage Share & Track Copies Workflows Tags and Notes
Followed | Find a file o |
Site folders
. D Name Modified Sharing Modified By
Recycle bin
Admin - Older Projects October 21 a Frey, Jon S.
- - - 5 ! B
KD 03265 Migration Operations September 24 Frey, Jon 5
I 3 '
el September 04 & Frey, Jon S.
3 July 21 ] Frey, Jon 5.
Book.xlsx y ¥
Shared with Evenyone July 15 2 Frey, Jon S.
Ii_"b] One Drive - Tutorial 1 - ...
- Tutorials{3B-Video) 5 days ago a Frey, Jon S.
2003 screen shots 10-L..
Various Items 10-14 October 21 Frey, Jon S.
0365 Web 10-14.docx
A5 Book 6 days ago Frey, Jon S.
SHOW MORE
45 Bookl 6 days ago a Frey, Jon S.
USE OFFICE ON DEMAND ) ) }
@5 One Drive - Tutorial 1 - Overview Plus (1 Vesterday at 1201 PM @ Frey, Jon 5.
Selecting the FILES Ta
Drag files here to upldad
Opens a ribbon display with various options to help you i

view information, edit, manage, share, or download the -
v G115 0|€ & e 0 @ i B8 O g
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OneDrive — Home Screen LIBRARY Tab

'm OneDrive for Business X =1 ([ ETLR (A

€ - C' @ https://mcgov-my.sharepoint.com/personal/freyj_montgomerycountymd_gov/_layouts/15/start.aspx#/Documents/Forms/All.aspx?Initial Tabld=Ribbon%2FRead&Visib v¢| =

Outlook  Calendar People  Newsfeed  OneDrive  Sites  Tasks 2

Madify View . Current View: P % Sxport to Excel
B N 2 &
ﬁ] Create H - -7

Open with Explorer

SHE e @

View OEuick Create Tags & E-maila Alert RS5 Sync  Connectto Connmectto Form Web  Edit MewQuick Library Shared Workfiow
dit View Curent Page Motes Link  Mes Feed Qutlook  Office Parts+ Lbrary  Step Settings With  Settings~
View Format Tags and Notes Share & Track Connect & Export Customize Library Settings
Y
Followed | Fi'c}fie Jo) |
Site folders
) v D Name Madified Sharing\ Modified By
Recycle bin
Admin - OldexProjects «s  October 21 Frey, Jon S.
igrati i / : [
RrDe 0365 Migration Operations September 24 rey, Jon S
) 2
- 0365-Phase 2 ltems September 04 &
Sample Folder e July21
Book.xlsx P y
Shared with Everyone s July 15 8
@ One Drive - Tutorial 1 - .
. Tutorials(SB-Videa) w0 5days ago 5] Frey, Jon\S.
2003 screen shots 10-1..
Various Items 10-14 «s  October 21 7] Frey, Jon S
0365 Web 10-14.docx
5 Book «» B days ago 7] Frey, Jon S.

a Frey, Jon S.

SHOW MORE
5 Bookl

USE OFFICE ON DEMAND

@ One Drive - Tutonal 1 - Overview Plus (10-27-14) # Frey, Jon 5.

Selecting the LIBRARY Tab
opens a ribbon display with various activities ways to view or distribute files

3
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One Drive — Overview - Folders



OneDrive — Folder Area - ‘My Documents’

'm COneDrive for Business % [=1lar [
€« G https://mcgov-my.sharepoint.com/personal/freyi_montgomerycountymd_gov/Documents/Forms/All.aspx v =
n Office 365 Outlook  Calendar  People  Newsfeed OneDrive  Sites  Tasks H B ?
BROWSE | FIES  LBRARY . , . . i

When the ‘My Documents’ folder is selected One Drive R
e e OneDrive @ Montgomery County Govern B ( . I

P _searc onere isplays staff persons ‘personal folders and files

My Documents

Followed Documents A . .

Shared with Me Welcome to OneDrive @ Montgomery County Government, the place to store, sync, and share your work. Documents are private . L R I

| | - e i gsh ‘ = With details regardin
Site Folders = N a m e
e ®@new % upload g sync L
— - Last Modified

Find a file jol /

Recent Documents v [ Name Modified Sharing Modified By - S h a rl ng Stat u S

[ 2003 screen shots 10-1.. DLC Items we July 23 7] Frey, Jon S, - WhO mOd |f|ed

05 0365 Web 10-14.doc Mew Folder 9-4-14 «e September 04 Frey, Jon 5.

5 Id b a

D365 Web sites (8-1-14.. (0365 Migration Operations v September24 8@ Frey, Jon S.

85 XL Test 10-10-14.isx 0365-Phase 2 Items we September04 &% Frey, Jon 5.

% Bookatsx Sample Folder e July 21 ] Frey, Jon S.

. Shared with Everyone s July 15 2 Frey, Jon S.

SHOW MORE
G 2003 screen shots 10-15-14 «e 5days ago a Frey, Jon S.

USE OFFICE ON DEMAND
g5 Book ws Octoberio @ Frey, Jon 5. .

Note: The OneDrive Home page
Feature research (10-8-1'4)docx «e  October 09 a Frey, Jon S. f “ ”
0365 Web 10-14 «e Gdays ago a Frey, Jon S. de aUItS to the My Documents
ML M2AS Wah citac (8-1-142) 6 da).ls ago ﬂ Fre).' Jon s. fOIder
https:/fmcgov-my.sharepaint.com/_layouts/15/MySite. aspx?MySiteRedirect=AlDocuments ’ -

~al oeds ven o e
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OneDrive — Folder Area - ‘Followed Documents’

'm Docs I'm following X
<« e https://mcgov-my.sharepoint.com/personal /freyj_montgomerycountymd_gov/_layouts/15/start.aspx#/Social /[FollowedContent.aspx

Outlook  Calendar People  Newsfeed  OneDrive  Sites  Tasks

BROWSE [EI:

3

P cuircneone Docs I'm following

My Documents
Followed Documents ﬁ DLC - iSupplier Price Change Tutorial Suggested documents to follow &
4=/ (Final) 7-23-14

Azl s A , - Drive Screenshots

_ https://megov-my.sharepoint.com/personal/frey..
Site Folders top following //.../One Drive - Various functions (3-4Nd).pptx
Recycle Bin ollow

USE OFFICE ON DEMAND Office 365 — Phase 2

https://.../Office 365 - Phase 2(9-3-2014).pptx

77 Fallow

When the “Followed Documents” folde

is selected, i Main Screen - One Drive Suggestions for
https:/{.../One Drive Slides (9-3-14).pptx ot h ers t h at
7 Follow
‘Nac'’< I7 - could be
Doc’s I’'m following’ and
DoELmE & Elhat followed.
be i n g https://../Documents/2003 screen shots 10-15-14.ppt
followed suggested documents to follow el
0365 Web sites
. https://.../Documents/0365 Web sites (8-1-14jskyler).docx
are displayed  Follow i
hittps: /fmcgov-my.sharepoint.com/_layouts/15/MySite. aspx?MySiteRedirect=AlDocuments o -

ved B 0I[€ @ ® @@ P DE0
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OneDrive — Folder Area - ‘Shared with Me’
Voo« N

€« e https://mcgov-my.sharepoint.com/personal/freyji_montgomerycountymd_gov/_layouts/15/start.aspx#/Documents/Forms/SharedWithMe.aspx s

l]Ofﬁce365 Outlook  Calendar  People  Newsfeed  OneDrive  Sites  Tasks ?
BROWSE 0
p search OneDrive OneDrive @ Montgomery County Government

Shared with Me

My Documents

Followed Documents
D Name Modified Maodified By
Shared with Me

TOMGmeeting_9_23_2014_Email_Update September 23 Tarquinio, Michael

Site Folders
Recvdle Bin LastLogon-140911CC September 11 Klinger, Digter
ye

3¢

Recent Documents

2003 screen shots 10-L..
0365 Web 10-14.decx
0365 Web sites (-1-14..

XL Test 10-10-14.xisx

When the ‘Shared with Me” folder is selected, OneDrive

Bock.x:x
displays various documents that are currently being shared
LSE OFFCEON DEAND with this staff person

https: f{fmcgov-my.sharepaint. com/_layouts/15/MySite, aspx?MySiteRedirect=AlDocuments

ol B 06 & e @ @ M EWO O
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OneDrive — Folder Area - ‘Site’

Site Folders X

= C' | B https://mcgov-my.sharepoint.com/personal/freyi_montgomerycountymd_gov/_layouts/15/start.aspxi/Social/SitesDocuments.aspx e =
Outlook  Calendar People  Newsfeed  OneDrive  Sites  Tasks ?

JWSE 0

Site Folders

' Documents

lowed Documents @ new

. red with Me Mame Followed

e Folders Elag September 02

cycle Bin

. OFFICE OMN DEMAND

When the ‘Site Folders’ is selected OneDrive will display
any SharePoint 2013 sites which the staff person has
access to

fmcgov-my.sharepaoint.com/_|ayouts/15/MySite.aspx?MySiteRedirect=AlDocuments

j@I fg;s/éﬁbmllf 9@ @' DRAFT e 1;;;%45-




OneDrive — Folder Area - ‘Recycle Bin’

'@Recydeﬁin ® = 'ﬁl' b
€ - C B https://mcgov-my.sharepoint.com/personal/freyi_montgomerycountymd_gov/_layouts/15/start.aspx#/_layouts/15/AdminRecycleBin.aspx?mysite=1 7 =
"_? Outlook  Calendar  People  Newsfeed  OneDrive  Sites  Tasks ?

=)

Search everything hi ,0 |

Recycle Bi

My Documents

Followed Documents fore Selection | X Delete Selection | & Empty Recycle Bin

Shared with Me
O Type Mame Criginal Location Deleted By Created By Deletedd Size
Site Folders . .
d Document3.docx /personal/frey]_montgomerycountymd_gov/Dacu Frey, Jon 5. Frey, Jon S, 10/10/2014 11:31 AM 379KB
Recycle Bin : .
= Document2.docx [personal/frey)_montgomerycountymd_gov/Dacuments Frey, Jon S, Frey, Jon S, 10/10/2014 11:30 AM 37.9KB
d Documentl.docx [personal/freyj_montgomerycountymd_gov/Dacuments Fray, Jon S. Fray, Jon S. 10/10/2014 11:30 AM 379 KB
d Document.docx [personal/freyj_montgomerycountymd_gov/Dacuments Frey, Jon S. Frey, Jon S. 10/10/2014 11:29 AM 438 KB
L) 85 0365 Phase 2 - Tutorial  /personal/freyj_montgomerycountymd_gov/Documents/0365- Frey, Jon S. Frey, Jon S, 9/4/2014 12:47 PM 178 KB
Ideas(a) (8-29-14).xlsx Phase 2 [tems
L) 85 0365 Phase 2 - Tutorial  /personal/freyj_montgomerycountymd_gov/Documents/0365- Frey, Jon S. Frey, Jon S, 9/4/2014 12:47 PM 178 KB
Ideas(b) (8-29-14).xlsx Phase 2 [tems
O 8  Excel Test 9-4-14.xlsx /personal/frey)_montgomerycountymd_gov/Documents/0365- Frey, Jon S. Frey, Jon S, 9/4/2014 12:47 PM 287 KB
Phase 2 Items
O g8 prtest 9-4-14.pptx /personal/frey)_montgomerycountymd_gov/Documents/0365- Frey, Jon S. Frey, Jon S, 9/4/2014 12:47 PM 76.6 KB
Phase 2 Items
d Test Doc 9-4-14 /personal/frey)_montgomerycountymd_gov/Documents/0365- Frey, Jon S. Frey, Jon S, 9/4/2014 12:47 PM 38 KB
(TEST).docx Phase 2 [tems
d Document.docx /personal/frey]_montgomerycountymd_gov/Documents/Shared Frey, Jon S. Frey, Jon S, 9/4/2014 11:38 AM 38 KB

with Everyone

Note: If left in the recycle bin Office 365 will retain them for 30 days.

javascriptirestoreltems ()

0|50 Ee 0@ CE 0 R
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OneDrive — Folder Area — ‘Recent Documents’

'm OneDrive for Business X =

€ - C' [ https://mcgov-my.sharepoint.com/personal/freyj_montgomerycountymd_gov/_layouts/15/start.aspx#/Documents/Forms/All.aspx

u Office 365 Outlook  Calendar People  Newsfeed OneDrive  Sites  Tasks ?
BROWSE | FIES  LBRARY 0
FY
D search Onedrive OneDrive @ Montgomery County Government Rece nt
Documents Documents
My Documents
Followed Documents - This will show the last
e @new 2 upload & sync
ared wi e H &
- five files that have been
Site Folders ‘ Find a file P ‘
. accessed
Recycle Bin v 0O Modified g Modified By
DLC Items Fray, Jon 5.
T el b Mew Folder 9-4-14 September 04 Frey, Jon S.
e lon Operations .. September24 & Frey, Jon S.
(65 WenaOe T4 does 0365-Fhase 2 Items . September04 28 Fray, Jon 5.
(363 Web sites (8-1-1 Sample Folder e July21 Frey, Jon S.
80 XL Test 10-10-14.x Shared with Everyone e July 15 3 Frey, Jon 5.
Book.xls @ 2003 screen shots 10-15-14 - 5days ago (7] Frey, Jon 5. .
SHOW MORE f5 Book <. October 10 Fray, Jon 5.
LUSE OFFICE ON DEMAND Feature research (10-8-1'4)docx s October 09 7] Frey, Jon S.
0365 Web 10-14 - B daysago 7] Frey, Jon S.
0365 Web sites (8-1-143) - G days ago Frey, Jon S.
0365 Web sites (8-1-14jskyler) - B daysago 7] Frey, Jon S.
[1 OWA-4-R2-CC-7-8-14 (Local) «  October 10 7] Frey, Jon S. <

3
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One Drive — Document Action Tabs



OneDrive — Document Action Tabs - Overview

'@ OneDrive for Business ®

€ - C B hitps://mcgov-my.sharepoint.com/personal /freyi_montgomerycountymd_gov/_layouts/15/start.aspx#/Documents/Forms/All.aspx

I]OfﬁceSGS Outlook  Calendar People  Newsfeed OneDrive  Sites  Tasks

ROWSE | s LAt Tabs Always Tabs Only Available -
P s e oneoiive AVADIAIDIE) corermment if file selected

Doseill— - - ‘share’
My Documents / Ta b
"edit  # manage < share Allows

sharing of

documents
new’ ‘sync’ anage’ and folders
reentDosment Tab Tab Tab

2003 screen shots 10-1

E o3ss wew 012000 AllOWS Synchronizes Enables

g oses e s sEp@@tion of ‘upload’ documents ‘edit’ staff to

G5 Test 1010405 NEOW Tab and folders Tab Manage

B dOocuments documents -
i Allows staff

s and folders z-Allows and folders

i to edit
USE OFFICE OM DEMAND u ploadlng
documents documents

[ »

Followed Documents

4 A
Shared with Me ®@new 2 upload & sync

Site Falders Find & file

Recycle Bin

{

e Bl 00 @ e © @ 7 | T
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OneDrive — Document Action Tabs — ‘new’

b4

'@ OneDrive for Business

« -

C' & https://mcgov-my.sharepoint.com/personal /freyj_montgomerycountymd_gov/_layouts/15/start.aspx#/Documents/Forms/All.aspx

u Office 365 QOutlook  Calendar People  Newsfeed  OneDrive  Sites  Tasks ?
BROWSE | FIES  LIBRARY =}
P e : OneDrive @ M Create a new file X ?elec’t |
new
My Documents DOCU I % Word document /
zh"md:immt orewT = ’ OneDrive presents staff
Site Folders Find a file with a screen of options
Recycle Bin v [ wanm PowerPoint presentation Sharing Madified By to:
DLC i < 7] Frey, Jon S.
=il New @E Cnellote ntenoc: 04 Frey, Jon 5. 4 Open online
] 2003 seren shots 10-L. 036 b 2% Frey, Jon S. app|ications or
BE 0365 Web 10-14docx 036! o 04 8 Frey, Jon S.
Bosswenstes 114 Sam * Create new folder
85 X0 Test 10-10-14s Sha ewfolder < | Frey, Jon S.
8% Bookaisx & 200 a Frey, Jon S. B
SHOW MORE 5 Book October 10 Frey, Jon S.
USE OFFICE 0N DEMAND Feature research (10-8-1'4)docx October 09 7] Frey, Jon S.
0365 Web 10-14 6 days ago Frey, Jon S.
0365 Web sites (8-1-14a) 6 days ago Frey, Jon S.
0365 Web sites (8-1-14jskyler) 6 days ago 7] Frey, Jon S.
[l OWA-4-R2-CC-7-8-14 (Local) October 10 Frey, Jon S. =
G500 @e 0@ H B8O

12/5/2014

DRAFT

20



OneDrive — Document Action Tabs — ‘upload’ select

'@ OneDrive for Business kS o

€ - C | B https://mcgov-my.sharepoint.com/personal/freyj_montgomerycountymd_gov/_layouts/15/start.aspx#/Documents/Forms/All.aspx

u Office 365 Outlook  Calendar People  Newsfeed  OneDrive  Sites  Tasks ?
BROWSE | FILES  LIBRARY m}
p search OneDrive OneDrive @ Montgomery County Government ]
D
My Documents OCU ments
Followed Documents
T @new 2 upload & sync
<
o | Find a file
Recycle Bin v [0 weme Modified Sharing Modified By
DLC Items e July 23 Frey, Jon S.

Recent Documents Mew Folder 9-4-14 =s  September 04 Frey, Jon S. Whe n Staff 12 l ects the = pload
el 0365 Migration Operations =s September 24 Frey, Jon S. ta b It Ope ns the u ploa d
SE BRI T 0365-Phase 2 ltems we September 04 3% Frey, Jon 5. window (See nexts i de)
0365 Web sites (8-1-14... Sample Folder e July 21 Frey, Jon S.
3 XL Test 10-10-14.xis Shared with Everyone ss July 15 3t Frey, Jon S.
Book.xls @ 2003 screen shots 10-15-14 =+ 5days ago Frey, Jon S. .
SHOW MORE 35 Book =« October 10 Frey, Jon 5.
USE OFFICE OM DEMAND Feature research (10-8-1'4jdocx =+ October 09 Frey, Jon S.

0365 Web 10-14 = Bdays ago Frey, Jon S.

0365 Web sites (8-1-14a) =+ Gdays ago 7] Frey, Jon 5.

0365 Web sites (8-1-14jskyler) =+ Gdays ago 7] Frey, Jon 5.

[ OWA-4-R2-CC-7-8-14 (Local) v October 10 8 Frey, Jon 5. S

med |5 0|€C @ e @@ P B0 S
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OneDrive — Document Action Tabs — ‘upload’ (Choose file)

@open x| =|@] 2
oo A N -
2.2 B Deskiop v |3 | search Desktop | layouts/15/start.aspx#/Documents/Forms/All.aspx W[ =
Organize *  New folder o= . :
tlook Calendar People  Newsfeed OneDrive  Sites  Tasks ﬂ ?
W Favorites m = Libraries
B Desktop J _u System Folder )
4} Downloads i
£ Recent Places Frey, Jons.
l% System Folder
- Libraries
3 Documents ' | Computer
J? Music L System Folder
| Pictures )
BE videos E ) Network
W senrae _ This screen enables the staff
/8 Computer [Access the computers and devices that are on your network. | N
" W Offce 365 to locate and select files for
5 ospisk (C2)
- Internet Shortcut &« | .
8 APPS (\IHHSNASAF 131 bytes Frey, Jon . u p | 03 d | ng
8 APPS (IHHSNASAF
G shared (Hsvasz] B S Things =lf Frey, sons.
File name: || j IAII Files j Frey, Jon S.
Open <H Cancel | Frey, Jon 5.
=] SaTpTe Toer JUTy 21 A FI"E}". Jon 5.
B XL Test 10-10-14lsx Shared with Everyone July 15 -] Fray, Jan 5.
[ Bookxlsx 2003 screen shots 10-15-14 5 days ago 7] Frey, Jon 5. Once Staff to |Ocates d nd
O HIGEE B Book October10 @ Frey, Jon s. selec or Uploadlng
USE OFFICE ON DEMAND L Feature research {10-8-1'4)docx Octoberog @ Frey, Jan S. they select the Open button
L 0365 Web 10-14 6 days ago 7} Frey, Jon . to trigger the up|oad process
5 0365 Web sites (8-1-14a) 6 days ago 8 Frey, Jon 5.
5 0365 Web sites (8-1-14jskyler) 6 days ago 7] Frey, Jon S.
[ OwA-4-R2-CC-7-8-14 (Local) October 10 7] Frey, Jon S. -
p — —__] 2:20PM
vl @] 0[€ & i YT
s ) ) e 9@ BBO 22 -
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OneDrive — Document Action Tabs — ‘sync’ - select

oo inm | ———————————————————————————————————
<« C' 8 https://mcgov-my.sharepoint.com/personal/freyj_montgomerycountymd_gov/_layouts/15/start.aspx#/Documents/Forms/All.aspx 7 =

u Office 365 Outlook  Calendar People  Newsfeed  OneDrive  Sites  Tasks ?
BROWSE | FILES  LIBRARY 0,
p . I OneDrive @ Montgomery County Government When Staff Selects I
S Documents ‘sync’ OneDrive will
R ) take them to the sync
Shared with Me U A s request screen (see
Ste Folders [Finda e 2| next slide)
Recycle Bin v [0 Name Madified Sharing Madified By
DLC Ttems « Julyz3 8 Frey, Jan 5.

TS New Folder 9-4-14 . September04 & Frey, Jon S.
oot i e 0365 Migration Operations « September 24 Frey, Jon 5.
LB T 0365-Phase 2 Items . Septembero4 &% Frey, Jon 5.
0363 Web sites (8-1-14.. Sample Folder . July21 Frey, Jon S. .
KL Test 10-10-14.xlsx Shared with Everyone « July1s % Frey, Jon S. N OTE : Th ese feat ure wi I I n Ot
8 Bookaisx o 2003 screen shots 10-15-14 « S5daysago ] Frey, Jon 5. be aCtlvatEd as the des ktop -
SHOW MO £ Book . October1o @ [ Frey Jons. application involved is not
USE OFFICE ON DEMAND Ul L L e Frey, Jon S. g0| ng to be de P I OYEd .

0365 Web 10-14 . Gdaysago Frey, Jon S.

0365 Web sites (8-1-14a) . Bdaysago Frey, Jon S.

0365 Web sites (8-1-14jskyler) . Gdaysago 7] Frey, Jon S.

[ OWA-4-R2-CC-7-8-14 (Local) October 10 5] Frey, Jon S. -

| Bl50CEe 9o
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OneDrive — Document Action Tabs - Sync Screen
FRomreminm: 0\ —————————————————————ennnn > T

<« C' & https://mcgov-my.sharepoint.com/personal/freyj_montgomerycountymd_gov/_layouts/15/start.aspx#/Documents/Forms/All.aspx e =
|] Office 365 Outlook  Calendar  People  Newsfeed  OneDrive  Sites  Tasks ?
BROWSE | FILES  LIBRARY 0
p T OneDrive @ Montgomery County Government N
My Documents
Followed Documents
S @new fupload @&sync £ edit # manage £ share
arec wi e
Site Folders | Find a file P ‘ X
Recycle Bin v . o )
; b Sync this library to your device for easy
DLC Items access,
Recent Documents New Folder 9-4-14 <« | Th |S ta b prOV|des
S an 1021 \ . o
5] 2003 screen snots 0.1 0365 Migration Qperations C2  syncnow staff with the ablllty
85 0365 Web 10-14 doox 0365-Phase 2 Items to trigger
L e Get the OneDrive for Business app that's right for me . .
B - sample Folder e synchronization.
KL Test 10-10-14.xlsx Shared with Everyone e JUIYIS » [T "Frey, Jon's.
{35 Book.xisx 2003 screen shots 10-15-14 = 5daysago (7} Frey, Jon S. NOTE These feature o
SHOW MORE 5 Book wo Octoberio @ Frey, Jon S. . .
. will not be activated
USE OFFICE O DEMAND Feature research (10-8-1'4)docx .o October 09 (7} Frey, Jon S.
as the desktop
0365 Web 10-14 = Gdays ago a Frey, Jon S. . . .
i o . application involved
0365 Web sites (8-1-14a) .o Gdays ago Frey, Jon S. . .
0365 Web sites (8-1-14skyler) = Gdays ago a Frey, Jon S. Is not gOI ng to be
hittps://mogov-my. sharepoint, com/personal ffreyi_montgomerycountymd_gov/Documents, Forms/All aspx# October 10 a Frey, Jon S. d € p I oyed * -

v @] 5 C[€ E e 0@ P YT
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Document Action Tabs

(Available when item is selected)



OneDrive — Document Action Tabs — Select File

'@ OneDrive for Business X =

€ - C [ hitps://mcgov-my.sharepoint.com/personal /freyji_montgomerycountymd_gov/Documents/Forms/All.aspx

Outlook  Calendar Newsfeed OneDrive  Sites  Tasks ?

Peaple

BROWSE | FILES  LIBRARY H

1 »

OneDrive @ Montgomery County Government

Documents

Shared with me

Welcome to OneDrive @ Montgomery County Gavernment, the place to store, sync, and share your work. Documents are private until shared. Leam more here. Dismiss

Followed

Site folders
@ new

|Fi—.: afile ,0|

1 upload & sync

Recycle bin

To select a file staff
goes to the
beginning of the
line where the file

Recent Documents
Boak.xisy

@ One Drive - Tutorial 1- ...

BookLxlsk

Maodified Sharing Modified By

Admin - Older Profests s October 21 (7] Frey, Jon S.

0365 Migration Operations September 24 (7] Frey, Jon S.

0365-Phase 2 Items Septenber0d 8 Frey, Jon S.

2003 screen shots 101, Sample Folder e July 21 ay Jon S.
i Shared with Everyone e July 15 8 Frey, Jon § name IS an d CI IC kS
- Tutorials(SB-Video) Frey, Jon S. th e se | ect box

USE OFFICE ON DEMAND

e Bl 0[€E e @@ P

12/5/2014

Various Items 10-14 October 21 Frey, Jon S.

=+ Gdaysago a Frey, Jon 5.

Bookl 6 days ago Frey, Jon S.
@5 One Drive - Tutorial 1 - Overview Plus (10-27-14) % Yesterday at 12:01 PM Frey, Jon 5.

Drag files here to uload
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OneDrive — Document Action Tabs — File Selected

€ > C https://mcgov-my.sharepoint.com/personal/freyj_montgomerycountymd_gov/Documents/Forms/All.aspx =
Outlook  Calendar  People  Newsfeed OneDrive  Sites  Tasks ?
BROWSE | FILES  LIBRARY g . o
These tabs are now active and will be X
S OneDrive @ Montgomery County Government 1 H H H
P scarch onerve gomery County reviewed in the following slides
Documents
Shared with me
e Welcome to OneDrive @ Montgomery County Government, jhe place fo store, sync, and share your work. Documents are private until shared. Learn more here, Dismiss
Site folders .
@new 2upload @sync Ledit F manage O share
Recycle bin
| Find afile P
Recent Documents v D Name Modified Sharing Modified By
Book.xisx Admin - Older Projects «e  October 21 a Frey, Jon 5.
@) One Drive - Tutarial 1 - .. 0365 Migration Operations e« September 24 a Frey, Jon S.
BookLlsx 0365-Phase 2 Items .= September 04 8 Frey, Jon S.
o, . Frey, Jon 5.
e sl Sample Folder July 21 Y, .
| Once selected the line
TR Shared with Everyone s July 15 8 Frey, Jon 5.
e Tutorials(SB-Video) «» 5 days ago a oy B Where the fl Ie name IS
et orre o A Various Items 10-14 October 21 a Frey, Jon S. Iocated |S h |gh I |ghted .
6 days ago Frey, Jon s. -
5 Bookl =+ Gdays ago a Frey, Jon S.
@5 One Drive - Tutorial 1 - Overview Plus {10-27-14) % e Yesterday at 12:01 PM Frey, Jon 5.

Draa files here to upload

b3

8:42 AM
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OneDrive — Document Action Tabs — ‘Edit Tab

'@ OneDrive for Business x =

€ - C' | hitps://mcgov-my.sharepoint.com/personal/freyj_montgomerycountymd_gov/Documents/Forms/All.aspx

Outlook  Calendar People  Newsfeed  OneDrive  Sites  Tasks ?
BROWSE | FILES  LIBRARY 0
p search OneDrive Onelrive @ Montgomery County Government
Documents
Shared with me
Welcome to OneDrive @ Montgomery County Gavernment, the place to store, sync, and share your work. Documents are private until shared. Learn more here, Dismiss
Followed
Site folders .
@new 2upload €sync £ edit < # manage < share
Recycle bin
| Find aile 2|
Recent Documents v D Name Maodified Sharing Modified By O n Ce t h e Staff Se I eCtS
Book.xlsx Admin - Older Projects we  October 21 a Frey, Jon S. t IEd it’ ta b t h e
One Drive - Tutorial 1 - .. 0365 Migration Operations e September 24 a Frey, Jon S. O d O
W oneDrve-Tutor selected file will begin
B ey 0365-Phase 2 Items e September 04 8 Frey, Jon S.
1% Booklalsx P Y .
the process of going
003! e e 10nt Sample Folder e July 21 a Frey, Jon 5.
RSSO Shared with Everyone we July 15 8 Frey, Jon S. | ntO Ed |t m Od e.
- Tutorials(SB-Video) e 5days ago a Frey, Jon S.
Various ltems 10-14 e October 21 a Frey, Jon S.
USE OFFICE ON DEMAMD
Book = 6 days ago Frey, Jon S. .
Bookl e Gdays ago a Frey, Jon 5.
@Y One Drive - Tutorial 1 - Overview Plus (10-27-14) % s Yesterdayat12:01pm @ Frey, lon 5.

Draa files here to upload

>

s B2 0€ @ e 0@ E
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OneDrive — Document Action Tabs — ‘Edit’ Tab - Processing

/ Hl} Onelrive for Business x \\

() Office 365

o @] R

<« C' | & https://mcgov-my.sharepoint.com/personal/freyj_montgomerycountymd_gov/Documents/Forms/All.aspx | =
QOutlook  Calendar People  Newsfeed OneDrive  Sites  Tasks o3 ?

=

BROWSE | FILES  LIBRARY

Documents
Shared with me
Followed

Site folders

Recycle bin

Recent Documents

@ BookLulsx

i| Bookxisx

Iﬁ_ﬂ One Drive - Tutorial 1 - ...
2003 screen shots 10-1.
0365 Web 10-14.docx
SHOW MORE

USE OFFICE OM DEMAND

OneDrive @ Montgomery County Government

Documents

Welcome to OneDrive @ Mentgomery County Government, the place to store, sync, and share your work. Documents are private until shared. Learn more here. Dismiss

x
@new 2 upload & sync
@, Some files can harm your computer, If the file information below
Find a file Jel ! /.' looks suspicious, or you do not fully trust the source, do not open
= thefie
v [ Name File Name: Book 1, xlsx
From: mcgov-my.sharepaint.com

Admin - Older Projects n S.
0365 Migration Operations ns.
0365-Phase 2 It o | canee 5
ase 2 ltems = ns.
Sample Folder July 21 7] Frey, Jon 5.
Shared with Everyone we July 15 . Frey, Jon 5.
Tutorials(SB-Videa) =+ 5daysago (7] Frey, Jon 5.
Various Items 10-14 we October 21 7] Frey, Jon 5.
A% Book 6 days ago 7] Frey, Jon S.
85 Bookl 6 days ago Frey, Jon 5.
§%] One Drive - Tutorial 1 - Overview Plus (10-27-14) % s Vesterday at 12:01PM 8 Frey, Jon 5.

Draa files here to upload

I ERIEE XK e
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Staff may be
challenged to validate
of the file and they
can either
acknowledge it and
move into editing or
reject it and the edit
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OneDrive — Document Action Tabs — ‘Manage’ Tab

€ - C B hitps://mcgov-my.sharepoint.com/personal/frey_montgomerycountymd_gov/Documents/Forms/All.aspx?Initial TabId=Ribbon%2ERead&VisibilityContext=WSSTabPer 17| =

Outlook  Calendar People  Newsfeed OneDrive  Sites  Tasks ?

BROWSE FILES ~ LIBRARY H

p cparch BreDrive OneDrive @ Montgomery County Government

Documents When staff selects the

Documents
Shared with me _ _ anagDe tab
Followsd Welcome to OneDrive @ Mentgomery County Government, the place to store, sync, and share your work. Docume ate until shared. Learn more hererDismiss
Site folders .
@new 2tupload @sync #edit #manage O share . . .
Recycle bin | OneDrlve WI” dlSplay
P View Properties . . 3
a list of options which

Recent Documents v O name Edit Properties Sharing Modified By h ff h
BookLalsx Admin - Clder Projects View in Browser 5] Frey, Jon S. t € Sta can choose
Bookalsy 0365 Migration Operations Editin Browser 24 7] Frey, Jon 5. tO man age th e fl |e or
B One Drive - Tutoril 1 .. 0365-Phase 2 Items 04 s Frey, Jon s, folder

Check Out ] '
2003 screen shots 10-L., Sample Folder

. Version Histo
Shared with Everyone i rey, Jon S.

0365 Web 10-14.docx

i Tutorials{(SB-Video) Workflows Frey, Jon S.
SHOW MORE
Various Items 10-14 | Frey, Jon 5.
USE OFFICE ON DEMAND Download a Copy ’
Book Fray, Jon s. .
Follow
Bookl Fray, Jon S.
Shared With .
@5 One Drive - Tutorial 1 - Overview Plus (10-27-14) % t12:01 PM Frey, Jon 5.

Delete

javascript:; Draa files here to upload
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12/5/2014 DRAFT 30




OneDrive — Document Action Tabs — ‘Share’ - select

<« C | & htips://mcgov-my.sharepoint.com/personal/freyj_montgomerycountymd_gov/_layouts/15/start.aspx#/Documents/Forms/All.aspx?Initial TabId=Ribbon%2ERead&Visib 17| =

Outlook  Calendar  People  Newsfeed  OneDrive  Sites  Tasks o3 ?
BROWSE | FIES  LIBRARY m}
p OneDrive @ Montgomery County Government O n Ce Staff
Documents Documents SEIQCt the

Shared with me lsharel ta b
Flloed Welcome to your OneDrive for Business, the place to store, sync, and share your work. Documents are private until shared. Learn more TSTTIISS
Site folders OneDrlve WI”

@new tupload @sync Ledit F manage { share

Regyce bin S take them to

Find a file .

a sharing
Recent Documents v D Name Modified Sharing Maodified By
@5 Book1Lulsx Admin - Older Projects s October 21 (7] Frey, Jon 5. screen
ﬁﬁuck.xzx . . .
I ﬂharmg files replaces the old process of moving EN
12003 sreen shots 0.1, copy of a file around.
0365 Web 10-14.doct
Instead a central copy is maintained in OneDrive
and all staff are directed to that copy to make
changes.
Once staff select the ‘share’ tab OneDrive will take -
Nl (el

e B O k them to a sharing screen /

12/5/2014 DT 31



OneDrive — Document Action Tabs — ‘Share’ (continued)

'w Onelrive for Busingss X [P= R e

< C' @ https://mcgov-my.sharepoint.com/personal/freyi_montgomerycountymd_gov/_layouts/15/start.aspx#/Documents/Forms/All.aspx?Initial TabId=Ribbon%2ERead&Visib T | =

Outlook  Calendar  People  Newsfeed  OneDrive  Sites  Tasks ?
BROWSE | FILES  LIBRARY )
P search Onebrive OneDrive @ Montgomery County Gavernment Staff are N
I Documer «cqse gooit x prompted for

ocuments
Shared with me 8 Only shared with you / those Who
Welcome to your Oné ere. Dismiss .

Followed i . i Wl ” be
Site folders Invite people Enter names, email addresses, or 'Everyon Canedit ¥

@new 2 upl

Recycle bin Get a link inVited tO
Fdate  q  shareduit \ share this file

Include a personal message with this invitation (Optional).

Recent Documents v 0O nName or fo I d er
5| BookLxlse Admin - Old
A
Bookxisx 0365 Migra )
@) One Drive - Tutorial 1- . 0365-Phase ¥l Require sign-in
2003 screen shots 10-1. SampleiSuy SHOW OPTIONS Role such as
N Shared wit ‘ )
0365 Web 10-14.docx Cone can Ed it
) Tutorials(SB
SHOW MORE
_ Various Itert
LISE OFFICE ON DEMAND i Complete they
5 Book =« B days ago Frey, Jon S.
)
j5 Bookl «:» | Gdaysago 7] Frey, Jon 5. Ch oose ave to
G| One Drive - Tutorial 1 - Overview Plus (10-27-14) % = Yesterday at 12:01 PM Frey, Jon S. comp lete the
Draa files here to usload Sharlng proceSS T

vl @] 0[€ E e @@
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OneDrive = ‘... ” menus



OneDrive —‘...” Menus - Menu (1) — Select

'5} OneDrive for Business X = )] 2
L C' | & https://mcgov-my.sharepoint.com/personal/freyj_montgomerycountymd_gov/Documents/Forms/All.aspx Rdl—
powered by u Office 365 Outlook  Calendar  People  OneDrive  Tasks ?
BROWSE | FILES  LIBRARY | (=)
Find a file P 2
s = 154 X
| le
Recent Documents v D Name { DOOKLXISX
1= SharePoint Govemance , Admin - Older Projects e &
% sharePoint.docx 0365 Migration Operations Then they e € It br| ngS u p d pI’EVIew
B 0365 . Tutotir 2 0365-Phase 2 Items § «
%) 0365 - Tutotiral 1 - Stor.. select the panEI and another ‘...
le Folder P |
51 How to edit my sitedocx Samp -
| st ¢ function
@2 15 Test Document 10- Shared with Everyone b we )
SN Tutorials(SB-Video) e €
Varnous Items 10-14 e
M 07 Booki B | :
@& Document oini
g Documentt Changed by you on 10/22/2014 10:47 Al
. ly sha vith you
@z JSF Test Document 10-31-14 Oy, Shanac Wil you
First staff @) 0365 - Tutorial 1 Storyboard - Word On-Line Overview (Oraft) (11-3-14) ... {  Nttpsi/megov-my.sharepoint.com/personalyfreyj montgom '8
#0365 - Tutotiral 1 - Storyboard - Lync 2013 - Overview - Plus 11-12-14 oo |
selects g Pposrd=ly
. . EDIT SHARE POST
f_ I g% Office 365-OWA-2013-Tutorial-1-Other Tabs-(Draft)-(11-5-14)
e
@ Office 365-Phase 2 ideas (10-24-2014) «se October 27 8 Frey, Jon S.
g% OWA Adds «« November06 & Frey, Jon S.

Drag files here to uploac

] Bl 06 E e @@ BE Te0
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OneDrive — ‘...” Menus - Menu (2) — Select

'@ 0OneDrive for Busingss x — | [c}

€ - C |8 hitps://mcgov-my.sharepoint.com/personal/freyj_montgomerycountymd_gov/_layouts/15/start.aspx#/Documents/Forms/All.aspx?Initial Tabld=Ribbon%2FRead&Visib y¢| =

Outlock  Calendar People  Newsfeed OneDrive  Sites  Tasks ?
BROWSE | FIES  LIBRARY 0
- Welcome to your OneDrive for Business, the place to store, sync, and share your work. Documents are private until shared, Learn more here. Dismiss ~
ollowes
Site folders .
@new 2 upload Z2sync Ledit Fmar %
Recycle bin Book1 xlsx
| Find 2 fle ol
Recent Documents v [ name i
BookLxlsk Admin - Older Projects e
B2 Bookursx (0365 Migration Operations e § Select| ng the
&) One Drive - Tutorial 1 -.. 0365 Phase 2 ftems 1 View Proparties ‘... function
< e
CE oy s Sample Folder e . .
2003 screen shots 10-1.. Edit Properties triggers this
T e Shared with Everyone e ] o .
_ . View in Browser d |Sp|ay of
. Tutorials(SB-Video) T
Various ftems 10-14 e i Srowser = add |t|0na|
USE OFFICE ON DEMAND
Book .« £ Changed by you on 10/22/2014 Check Out fu n CtIO ns
Bookl s\ Only shared with you Version History
@5 One Drive - Tutorial 1 - Qverview Plus (10-27-14) % =+ Y https;//mcgov-my.sharepeint.c
Workflows
Drag files here to upload Download a Copy
EDIT SHARE  FOLLOW
| Follow
Shared With
Delete

4|

javascript:;
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OneDrive #1 Overview — END




